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24 VAC 35-21-10. Definitions.

The terns used in this docunment shall have the follow ng
meani ngs unl ess the context indicates otherw se.

“Accrediting” neans the process through which VASAP staff are
accredited for their know edge of substance abuse, the crimna
justice system and the VASAP system as set out in the
Conmi ssi on on VASAP Training and Accrediting Manual .

“Admi nistrative Agent” neans that entity that serves the
local ASAP in the capacity of fiscal agent and/or that entity
under which the | ocal program operates.

“Ancillary Progranms” neans those prograns operated by a | ocal
ASAP, and approved by the ASAP Policy Board and Comm ssion that
are in addition to the probation, evaluation, education and
referral functions mandated by the Code of Virginia.

"ASAP" neans Al cohol Safety Action Program forned by political
subdi visions or by the Conmmission as a crimnal justice program
t hat uses community and state services to address the probl em of
driving under the influence of alcohol and other drugs, and
provi des other court service prograns or other prograns for the
community. ASAPs receive referrals from | ocal courts, the
Commi ssi on, and other agencies. ASAPs deliver intervention
services wthin locally-adm nistered prograns to specific
jurisdictions within the Commponwealth of Virginia.

"ASAP conponents” neans the separation of actions into
specifically defined areas which the VASAP system uses to offset
and deter Driving Under the Influence (DU ), substance abuse,
and traffic safety violations. They conprise a system c approach
to educate the general public, reduce the incidence of inpaired
driving and to prevent drunk driving. There are five specific
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conponents defined and utilized by the VASAP system

"ASAP Regi onal Council" neans one of the three geographica
areas of the Commonwealth of Virginia in which the ASAPs have
been organized (Colonial, Blue Ridge, and Battlefield ASAP
Counci |l s) .

"BAC' neans bl ood al cohol concentration, which is determn ned
by lawenforcenent or other |icensed personnel in accordance
wi th procedures established in § 18.2-268.

"Budget" neans a witten financial plan for expenditures of a
program or accounting entity for a given period.

“Case Manager” neans that enployee accredited by the
Conmi ssion and sworn by the Court to provide VASAP Intervention
Services to of fenders.

“Case Managenent” neans the process used by appropriate |ocal
program staff to assure offender conpliance with court orders
and Comm ssi on on VASAP policies and procedures.

“Case Review neans that supervision conducted after
intervention is conpleted and prior to the close of supervision.

“Casel oad” neans the nunber of cases assigned at any one tine
to a specific Case WMnager for the purpose of ensuring
conpl i ance.

“CCRE” neans Central Crimnal Records Exchange.

"Certification” nmeans the process whereby the Comr ssion
evaluates an ASAP for its organization, nmanagenent, fiscal
standi ng, and overall operation. The Conm ssion shall establish
and certify ASAPs and require them to be operated in accordance
wi th Comm ssion standards 818.2-271.2 of the Code of Virginia.

“Certification Review Teani neans the team appointed by the
Commi ssion to evaluate |local ASAPs, ensuring their adherence to
al | standards set out in the Commission Certification
Requi renents Manual, 24 VAC 35-41-10 et seq.

"Classification" means a process involving the assessnment of
an offender's involvenent with alcohol or other drugs which
results in referral to an appropriate intervention service
(education or treatnent).

“Conmi ssion” neans the state agency established as the




Commission on the Virginia A cohol Safety Action Program
Menber ship of the Comm ssion shall be as provided in 18.2-271.1

“Conmunity Support Group” neans that support group approved
by the |ocal ASAP. Such groups are free to the offender, and
my be S MA RT, Alcoholics Anonynous, Narcotics Anonynpus,
etc.

“Conditions of Probation” neans those conditions inposed by
the court for any offender referred to a | ocal ASAP for
super vi si on

“Confidentiality” neans the rules under which all |ocal ASAPs
operate reqgardi ng di sclosure of offender infornation and which
are specified in the Code of Federal Requl ations as well as the
Crimnal Justice Confidentiality Guidelines found in the Code of
t he Commpnweal th of Virginia regarding disclosure of offender
i nf or nati on.

"Deficit" means an excess of expenditures over revenue. The
ASAP, in order to conduct its program expects to or projects
that it wll expend nore funds than it wll receive from
of fenders or other sources in a fiscal year.

"Director of ASAP" neans the person who is in charge of and
accountable for the operation of an ASAP. The ASAP Director
reports to the ASAP Policy Board.

“Driver Inprovenent Prograni neans driver awareness training
that provides infornmation on defensive driving and accident
preventi on.

"DW" neans the Conmonwealth of Virginia Departnent of Motor
Vehi cl es.

“Drug and Al cohol Screen” neans that screen adm nistered by
the | ocal ASAPs to detect the use of al cohol or other drugs.

"DU" neans operating or driving a nmotor vehicle or boat
under the influence of alcohol or drugs (88 18.2-266, 29.1-738
and 46.2-341.24 of the Code of Virginia.)

"Education” nmeans all Conmm ssion-approved curricula provided
to of fenders.

“Enrollment” neans that the offender has to report to the
ASAP, obtain an intake appoi ntnent, nake arrangenents to pay the
ASAP fee, and sign an agreenent to partici pate.




“Executive Finance Committee” is the Committee appointed by
the VASAP Conmission and authorized to review |ocal program
oper ati ons, budget s and gr ant pr oposal s, and make
recommendations to the VASAP Conm ssion. The Committee is
conprised of the Executive Director, two Conmm ssion nenbers, and
such ot her persons as the Comm ssion desi gnates.

"Executive D rector” neans the Executive D rector of the
Commi ssion. This person is appointed by the Conm ssion and
adm ni sters VASAP under 88 18.2-271.1 and 18.2-271.2 of the Code
of Virginia as well as other Conm ssi on-approved prograns.

“Facilitator” neans an ASAP enpl oyees who instructs any ASAP
curricul um

“Fiscal Agent” neans the entity which possesses the |egal
authority to receive funds and to make financial transactions
for the ASAP

“Ignition Interlock” neans a device that connects a notor
vehicle’s ignition system to an analyzer that mneasures a
driver’s blood al cohol content and prevents the notor vehicle's
ignition from starting if the driver’'s blood alcohol content
exceeds .020%

“Informati on Systenmi means an autonmated information system
which may include a conputer network which provides offender
profiles to the ASAPs and information to the VASAP offi ce.

“I ntake” nmeans the process, individually or in group, wherein
the Case Manager obtains objective and subjective infornmation
fromthe offender for use in the classification process.

"Intervention services" neans those services provided by the
ASAP to an offender in addition to standard probation service.

"Joint exercise of powers" neans the process by which ASAPs
can be organized as provided in 8§ 15.2-1300 of the Code of
Virginia.

“Monthly Fi nanci al Report” neans the report that s
submtted to the Comm ssion through the Executive Director by
each local program on a nonthly basis, and which contains at a
m nimum all ASAP funds, including carry-over or reserve funds,
as well as nonthly expenditures and revenues.

“Participation Agreenent” neans the agreenent signed by each
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ASAP participant that sets mninum requirenments for successful
conpl eti on of the ASAP program

“Per sonal | nt ervi ew’ nmeans a one- on-one, face-to-face,
interview with appropriate case managenent staff for the purpose
of assessnent and cl assification.

"Policy Board" neans a group, established by the joint
exercise of power wth local jurisdictions, that controls and
gives direction to the ASAP' s activities and provides input ef
regarding local needs. This Board shall be established in
accordance with 88 18.2-271.1 and 18.2-271.2 of the Code of
Virginia by the Comm ssion.

“Probation Services” mneans those services provided by ASAP
staff including nonitoring offenders to ensure the successful
conpletion of the ASAP program and adherence to all |ocal and
State statutes.

“Probation Supervision” — see “Probation Services”.

"Records Managenent Plan" neans procedures for storing,
safeguarding and retaining docunents in conpliance wth
procedures established by the Library of Virginia and the
Conmi ssi on on VASAP.

“Regional Gants” neans those funds allotted to an ASAP
region after subm ssion of an application and approval by the
Executive Director, the Executive Finance Conmittee, or the
Comm ssion, as appropriate. Regional grant funds, if avail able,
are allocated by the Comm ssion on VASAP.

“Recidivist” nmeans a person who successfully conpl etes ASAP
and is subsequently convicted of an al cohol/drug-related driving
of fense within a three-year period.

"Regul ar Board neeting"” neans those neetings of the Policy
Board which are held quarterly. These neetings shall be open to
t he public.

“Service Agreenent” neans that agreenment between the ASAP and
a service provider that specifies the reporting requirenents of
each, and outlines the services to be given to offenders who are
referred by the ASAP to the service provider.

“Service Provider” neans that individual or agency which
neets VASAP standards and provides substance abuse treatnent or
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ot her services to VASAP participants.

“Staff Training” neans required training approved and or
provi ded by the | ocal ASAP, the ASAP councils or the Conm ssion.

“State Share” is the portion of revenue designated by the
Code of Virginia and the Comm ssion, paid to the Comm ssion by
t he ASAP.

“Successful Conpletion” neans the conpletion of all program
requi renents and paynent of all Conmmi ssi on-approved fees.

“Support Staff” neans administrative staff to include office
managers, admnistrative assistants, receptionists, secretaries,
file clerks, judicial liaisons, and case mnanagenent positions
such as assistant Case Manager, Case Manager Technician and Case
Manager Court Li aison.

"Treatnment" neans intervention services provided to offenders
subsequent to a recommendation for referral by an ASAP to a
certified agent or licensed treatnment program

"VASAP' neans the Virginia Al cohol Safety Action Program and
consists of the Conm ssion on VASAP, the Advisory Board to the
Conmi ssion on VASAP, the Conmission's state office, |ocal ASAP
Policy Boards and |ocal Al cohol Safety Action Prograns
established in 8§ 18.2-271.1 and 18.2-271.2 of the Code of
Virginia.

"VASAPDA" neans the Virginia Al cohol Safety Action Program
Directors' Association, and is conposed of the Virginia ASAP
Directors.

“VASAP Advisory Board” neans that Board appointed by the
Comm ssion to make recommendations to the Conm ssion regarding
its duties and adm nistrative functions as per §818.2-271.2.D.

“Wai ver” neans that exenption granted a |ocal ASAP by the
Comm ssion or its designee from conpliance with a specific
policy/ procedure as set out in the Policy/Procedure Manual .

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.




NOTES

HI STORI CAL NOTES

Derived from VR647-01-02 § 1.1; eff. Septenber 13, 1989;
anended, Virginia Register Volunme 7, Issue 9, eff. February 28,
1991.

REFERENCES

CROSS REFERENCES

Referral contact, 24 VAC 35-31-50.

Prescri bed net hodol ogy, 24 VAC 35-41-30.

ASAP policies, 24 VAC 35-41-40.

Policies and procedures to avoid conflicts of interest, 24 VAC
35-41-40.

Pol i cies and procedures as to case nanagenent, 24 VAC 35-41-40.




24 VAC 35-21-20, Virginia Al cohol Safety Action Program System

24 VAC 35-21-20

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
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PART |. GENERAL PROVI SI ONS

24 VAC 35-21-20. The purpose of the Virginia Al cohol Safety
Acti on Program System

VASAP is a crimnal justice system that uses comunity and
state services to reduce the problem of driving under the
i nfluence of alcohol or other drugs and provides other progranms
for the court and the conmmunity. Services may consist of
probati on supervision, alcohol and other drug education, driver
awareness training, and referral to treatnent. Each ASAP shal
have a witten statenment of purpose which reflects the statenent

of purpose herein.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

H STORI CAL NOTES

Derived from VR647-01-02 § 1.2; eff. Septenber 13, 1989;
anended, Virginia Register Volume 7, Issue 9, eff. February 28,

1991.




24 VAC 35-21-30, Purpose of manual .

24 VAC 35-21-30

VI RG NI A ADM NI STRATI VE CODE
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VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART |. GENERAL PROVI SI ONS

24 VAC 35-21-30. Purpose of nanual .

This manual , pronul gated under the authority of 8§ 18.2-271.1
and 18.2-271.2 of the Code of Virginia, establishes, records,
mai ntai ns, and updates policies and procedures for the Virginia
Al cohol Safety Action Program and for |ocal Alcohol Safety
Action Prograns.

Ad hoc regulations as pronulgated from tine to tinme by the
Comm ssion shall be maintained in a manual and adhered to by
each ASAP

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

H STORI CAL NOTES

Derived fromVR647-01-02 § 1.3; eff. Septenber 13, 1989;
anended, Virginia Reqgister Volune 7, Issue 9, eff. February 28,
1991.




24 VAC 35-21-40, |ntroduction.

24 VAC 35-21-40

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
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CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART |. GENERAL PROVI SI ONS

24 VAC 35-21-40. |Introducti on.

The Commi ssion shall establish and ensure conpliance wth
m nimum standards and criteria for program perfornance and
oper ati ons, accounti ng, audi ti ng, public information and
adm nistration for the l|local ASAPs. The Conmi ssion shall also
oversee ASAP pl ans, operations and performance, and a system for
al l ocating funds to cover any deficits in ASAP budgets.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

H STORI CAL NOTES

Derived from VR647-01-02 § 1.4; eff. Septenber 13, 1989;
anended, Virginia Register Volume 7, Issue 9, eff. February 28,
1991.
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24 VAC 35-21-50, VASAP conponents.

24 VAC 35-21-50

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART |. GENERAL PROVI SI ONS

24 VAC 35-21-50. VASAP conponents.

A. Each conponent is oriented to address issues related to
transportation safety and substance abuse. The specific
conponents and their directives are as foll ows:

1. Enforcement — VASAP enhances |aw enforcenent efforts to
reduce al cohol and other drug-related crashes by providing
trai ning and other resources to detect and apprehend those
driving under the influence.

2. Adjudication — VASAP, prosecutors and courts work together
to ensure the efficient processing of those convicted of
driving under the influence and referred to VASAP for
probati on.

3. Case Managenent/ O fender Intervention — VASAP ensures that
each offender is supervised by a Case Manager who screens
and classifies the offender and determnes the nost
appropriate intervention, treat nent, and probationary
services. Directives include:

a. Establish policy statements requiring adherence to
case nmanagenent policies contained in the VASAP Case
Managenent Manual (35-31-10).

b. Establish and maintain a standard cl assification
procedure for offenders.

c. Inplenent and nmaintain an offender tracking and
reporting system

d. Inplenent and maintain standard curricul a.
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e. Ensure offenders are referred to VASAP | ntervention
Services and licensed facilities or |icensed private
practitioners.

4. Public Information and Education — VASAP hel ps reduce the
nunber of drunk driving injuries and fatalities by
increasing public awareness through education, and by
encouragi ng responsi bl e decision nmaking. Each program
conducts public information activities locally and jointly
wi th the Comm ssion.

5. Evaluation and Certification — The Comm ssion on VASAP is
responsible for periodically evaluating and recertifying
each ASAP ensuring that services in the communities are
effective, consistent and appropriate. Directives include:

a. Conduct program audits and eval uati ons of ASAP operations
at a mninmum of every three years to ensure conpliance
wth the Commssion Policy and Procedure Mnual and
Certification Requirenents Manual

b. Develop a system of evaluating the inpact of the VASAP
system on the DU probl ens.

c. Evaluate recidivismanong of fenders.

d. Inprove the reporting of alcohol and other drug data by
wor ki ng cooperatively with other State agencies.

B. Each ASAP shall have a witten policy statenent that supports
t he VASAP conponents and a witten action plan and exhibits of
wor k which refl ect each conponent.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

H STORI CAL NOTES

Derived from VR647-01-02 § 1.5; eff. Septenber 13, 1989;
anended, Virginia Register Volune 7, Issue 9, eff. February 28,
1991.
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24 VAC 35-21-60, Goal and objectives.

24 VAC 35-21-60
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24 VAC 35-21-60. Goal s and objectives.

A. VASAP goal s.

1. Inprove transportation and public safety by decreasing the

i ncidence of driving under the influence of alcohol or other

drugs and thereby reducing the nunber of alcohol and other

drug-rel ated crashes.

2. Inprove transportation safety and public safety by

providing traffic safety prograns to reduce the incidence of

vehi cul ar crashes.

3. Respond to the needs of the courts, comunity or other

agenci es by devel opi ng and providing ancillary prograns.

B. VASAP obj ecti ves.

1. Deter the notoring public from driving under the

i nfl uence.

2. Deter those arrested and convicted of DU from again

driving under the influence.

3. | ncr ease awar eness to aid in t he identification,

apprehensi on and conviction of offenders driving under the
i nfluence of al cohol and ot her drugs.

4. Raise the conviction rate for offenders and the nunber of
appropriate referrals to ASAPS.

5. Ensure appropriate probationary supervision of offenders.
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6. Ensure the delivery of appropriate education or treatnent
services for offenders.

7. Provide statewide offender tracking services for al
ASAPs.

8. Increase public awareness of the |egal and civi
conseqguences of DUI arrest, public per ception of
transportation crash risks, and public activities to reduce
DU i ncidents.

9. Assess and maintain the effectiveness and sel f-supporting
status of both the Comm ssion and ASAPs.

C. Each ASAP shall have witten goals and objectives which
refl ect VASAP goal s and obj ecti ves.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

H STORI CAL NOTES

Derived from VR647-01-02 § 1.6; eff. Septenber 13, 1989;
anended, Virginia Register Volume 7, Issue 9, eff. February 28,
1991.
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24 VAC 35-21-70, VASAP organi zational structure.

24 VAC 35-21-70

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
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CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART |1. ORGAN ZATI ON AND ADM NI STRATI ON

24 VAC 35-21-70. VASAP organi zational structure.

Pr of essi onal staff shall include a full-tine Executive
Director, who is responsible to the Conm ssion and such other
staff designated by the Conmm ssion to carry out the mandates of
88 18.2-271.1 and 18.2-271.2 of the Code of Virginia as well as
policies and prograns established by the Commi ssion. Each
enpl oyee shall have responsibilities for areas of ASAP
operations and conponents as assigned by the Executive Director.
Each shall be accountable to the Executive Director

STATUTORY AUTHORI TY

88§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

HI STORI CAL NOTES

Derived fromVR647-01-02 § 2.1; eff. Septenber 13, 1989;
anended, Virginia Register Volume 7, Issue 9, eff. February 28,
1991.
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24 VAC 35-21-80, Certification.

24 VAC 35-21-80

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
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CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART |11. CERTI FI CATI ON

24 VAC 35-21-80. Certification.

Certification of Alcohol Safety Action Prograns within the
Commonweal t h of Virginia was est abl i shed to ensure
adm ni strative consistency within the system and the quality of
services provided to referred offenders, the courts and the
community. One-third of the ASAPs shall be certified each year
by region. The regions are Battlefield, Blue R dge and Col oni al
ASAP Counci | s.

Any program operating under 88 18.2-271.1 and 18.2-271.2 of
the Code of Virginia is required to be certified by the
Commission in conjunction wth standards set out in the
Commi ssion Certification Requirenments Manual, 24 VAC 35-41-10 et
seq.

Any program operating on the initial effective date of these
regul ations and holding a current certification shall continue
under that certification wuntil scheduled for review. The
Comm ssion shall ensure that all certificates are current. All
non-certified ASAPs and new ASAPs established after the initial

effective date shall obtain certification. The Conmm ssion
certifies Alcohol Safety Action Prograns (ASAPs) in accordance
with procedures set forth in the Commssion on VASAP

Certification Manual, 24 VAC 35-41-10 et seq. See § 18.2-271.2 B
of the Code of Virginia.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.
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NOTES

HI STORI CAL NOTES

Derived from VR647-01-02 § 3.1; eff. Septenber 13, 1989;
anended, Virginia Register Volune 7, Issue 9, eff. February 28,

1991.
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24 VAC 35-21-90, Period of certification.

24 VAC 35-21-90

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART |11. CERTI FI CATI ON

24 VAC 35-21-90. Period of certification.

All certifications shall be for a period of three years and
shall expire on June 30 in the last year of the certification
peri od. The term of certification my be extended by the
Commi ssion by rei ssuance of a certificate.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

HI STORI CAL NOTES

Derived from VR647-01-02 § 3.2; eff. Septenber 13, 1989;
anended, Virginia Register Volune 7, Issue 9, eff. February 28,
1991.

REFERENCES

CROSS REFERENCES

Prescri bed nmet hodol ogy, 24 VAC 35-41- 30.

18



24 VAC 35-21-100, Action on certification.

24 VAC 35-21-100

VI RG NI A ADM NI STRATI VE CCDE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COW SSION ON THE VIRG NI A ALCOHOL SAFETY
ACTI ON  PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE MANUAL
PART |11. CERTIFI CATI ON

24 VAC 35-21-100. Action on certification.

An ASAP shall be certified by the Comm ssion, as cited in the
certification requirenments manual. Wen an ASAP is found out of
conpliance by the certification team the ASAP will conplete a
plan of action setting out the procedures to be followed to
attain conpliance. This subm ssion nust be within 30 days of
notification by the Executive Director. A followup team
representing the Comm ssion nay then make an additional visit to
validate that «corrective action has been taken and neke a
recommendation for certification if the program is found to be
conpliant. A program may seek a waiver from a certification
standard as provided in 24 VAC 35-41-40 et seq.

Certification shall be revoked if an ASAP fails to continue
to nmeet any standard for certification.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

H STORI CAL NOTES

Derived from VR647-01-02 § 3.3; eff. Septenber 13, 1989;
anended, Virginia Register Volume 7, Issue 9, eff. February 28,
1991.
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24 VAC 35-21-110, Revocation of certification.

24 VAC 35-21-110

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART |11. CERTI FI CATI ON

24 VAC 35-21-110. Final certification decision.

A report shall be filed with the Conm ssion 30 days prior to
the next regularly scheduled neeting of the Commi ssion which
details all prograns reviewed since the |ast Comm ssion neeting.
The Comm ssion shall review the docunent presented and nake a
certification decision. The Executive Director shall notify in
witing the Director of each ASAP as well as the chairperson of
that ASAP's Policy Board.

The Commi ssion may certify, revoke certification or decline
to certify an ASAP

If the Commssion fails to certify or revokes an ASAP' s
certification, the Comm ssion may establish a new ASAP.

The Conmmi ssion's certification decision shall be sent to the
ASAP Director, the ASAP Policy Board chairperson, political
subdi vi sions, and the courts the ASAP serves or woul d serve.

In the event of certification disputes with the certification
review team or the denial of a request for waiver of
certification requirements by the Executive Director, the ASAP
Director may request a hearing before the Comm ssion. The
request for the hearing nust be in witten form from the ASAP
Director and submitted to the Comm ssion 30 days prior to the
next reqgularly schedul ed neeting of the Conm ssion. Upon receipt
of a witten request, the Conmmission or its designee shall
schedul e a heari ng.

Failure to file such a request or to appear as schedul ed
shall be deenmed a settlenent of the certification dispute or
acceptance of the Executive Director's waiver decision
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STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

HI STORI CAL NOTES

Derived fromVR647-01-02 § 3.5; eff. Septenber 13, 1989;
anmended, Virginia Register Volume 7, Issue 9, eff. February 28,

1991.
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24 VAC 35-21-120, Final certification decision.

24 VAC 35-21-120

VI RG NI A ADM NI STRATI VE CCODE
TI TLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COW SSI ON ON THE VIRG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART |11. CERTIFI CATI ON

24 VAC 35-21-120. Revocation of certification.

The Commi ssion on its own notion, upon receipt of infornmation
that indicates an ASAP may no longer neet certification
requirenents or that other irregularities may exist within the
ASAP, nmay send a certification review team to investigate the
ASAP. Notice of the intended investigation by the certification

review team shall be given to the ASAP Director and the
chairperson of the Policy Board. Upon conpletion of the
investigation, the certification review team shall submt a

report to the Executive Director, who may call a special neeting
of the Comm ssion to review the report, giving notice to the
| ocal ASAP Director.

The Conmission may vote to revoke the certification of the
ASAP based on the report. The revocation shall becone effective
on the date of the vote. If revocation is voted, the Executive
Director shall notify the ASAP Director, chairperson of the
Policy Board, political subdivisions, and the courts the ASAP
serves within 10 days.

If the ASAP corrects its deficiencies within 30 days, its
certification may be reinstated by the Conmm ssion. Al l
appropriate parties noted above wll be notified. If the
deficiencies are not corrected, the Commi ssion may establish a
new ASAP.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES
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H STORI CAL NOTES

Derived from VR647-01-02 § 3.4; eff. Septenber 13, 1989;
anended, Virginia Register Volume 7, Issue 9, eff. February 28,

1991.
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24 VAC 35-21-130, System

24 VAC 35-21-130

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART | V. OFFENDER TRACKI NG SYSTEM

24 VAC 35-21-130. System

The Conm ssion, or its designee, shall operate an offender
tracking system capable of providing records to the ASAP
(Al cohol Safety Action Progran) of participation by offenders.

The Conmission on VASAP, or its designee, nmay submt
peri odical ly, i f avai | abl e, statistical reports to the
Comm ssion on VASAP and local ASAPs detailing the volune and
characteristics of offenders classified, referred and disposed
of during a given tine period.

The Conmission, or its designee, shall conduct or support
research necessary to ensure the operations of the |ocal and
state system and ensure that objectives are being net.

ASAPs shall secure witten approval from the Conm ssion prior
to dissem nation of research using offender records. Approval
shall be based on conpliance with current applicable privacy and
security regul ations.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

H STORI CAL NOTES

Derived fromVR647-01-02 § 4.1; eff. Septenber 13, 1989,
anended, Virginia Register Volune 7, Issue 9, eff. February 28,
1991.
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24 VAC 35-21-140, Local staff.

24 VAC 35-21-140

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART V. LOCAL ADM NI STRATI VE STRUCTURE

24 VAC 35-21-140. Local staff.

ASAP staff shall consist of a mninumof a full-tinme D rector
and one full-tine admnistrative position. Such staff as deened
necessary by the Conmm ssion on VASAP and the |ocal Policy Board
shall be available to cover admnistrative, clerical, services
to each referral, and conponent activities of the ASAP.

Each ASAP shall have a program organi zational chart which
clearly delineates admnistrative and staff responsibility for

program operations, and reflects positions identified through
j ob descri ptions.

ASAP staff shall conform to equal opportunity mninmum hiring
st andards established by the Commonweal th of Virginia.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

H STORI CAL NOTES

Derived from VR647-01-02 § 5.1; eff. Septenber 13, 1989;
anended, Virginia Register Volume 7, Issue 9, eff. February 28,
1991.
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24 VAC 35-21-150, Local organization.

24 VAC 35-21-150

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART V. LOCAL ADM NI STRATI VE STRUCTURE

24 VAC 35-21-150. Local organization.

Each ASAP is organized under the adm nistration of politica

subdi vi sions or the Joint Exercise of Powers Statutes §15.2-1300
of the Code of Virginia.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

H STORI CAL NOTES

Derived from VR647-01-02 § 5.2; eff. Septenber 13, 1989;
anmended, Virginia Register Volume 7, Issue 9, eff. February 28,
1991.
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24 VAC 35-21-160, Admi nistrative agent.

24 VAC 35-21-160

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART V. LOCAL ADM NI STRATI VE STRUCTURE

24 VAC 35-21-160. Administrative agent.

Each ASAP shall be admnistered by a Policy Board that
conplies with 24 VAC 35-21-180 to serve as its administrative
agent. The adm nistrative agent may also serve as the fiscal
agent of the ASAP.

The Conmm ssion, or any county, city, town or any conbination
t hereof may establish, and if established, shall operate an ASAP
in accordance with the standards and criteria required under 8§
18. 2-271 of the Code of Virginia.

Each ASAP shall provide direct services to a specific set of
political subdivisions as defined in the planning study or
desi gnated by the Conm ssion on VASAP. These subdivi sions shal
be approved by the Comm ssion.

Any anticipated changes of political subdivisions falling
within the service area of an ASAP shall be reported by that
ASAP to the Comm ssion through the Executive Director for review
and approval at |east 60 days prior to the initiation.

Changes in the included political subdivisions of an ASAP or,
in the absence of a planning study, the initial establishnent of
political subdivisions, shall be made in a witten agreenent
with the ASAP Policy Board and the Conm ssion.

Any changes to the adm nistrative or organizational structure
of an  ASAP, or any operational conmponent subj ect to
certification review, nust be reported to the Conm ssion,
t hrough the Executive Director, for review and approval at | east
60 days prior to initiation.
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STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

H STORI CAL NOTES

Derived from VR647-01-02 § 5.3; eff. Septenber 13, 1989;
anended, Virginia Register Volume 7, Issue 9, eff. February 28,

1991.
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24 VAC 35-21-170, Fiscal agent.

24 VAC 35-21-170

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART V. LOCAL ADM NI STRATI VE STRUCTURE

24 VAC 35-21-170. Fiscal agent.

Each ASAP shall use a local political subdivision as a fisca
agent unl ess the Commr ssion approves an alternative.

Any antici pated changes in the fiscal agent shall be reported
by the ASAP to the Comm ssion, through the Executive Director,
for review and approval at |east 60 days prior to initiation.

Each ASAP shall have witten fiscal policies and procedures
conformng to generally-accepted accounting principles and in
conformance with VASAP Policy and Procedures Manual (24 VAC 35-
21-10, et. Seq). Such policies should include:

Audits — Audits wll be perforned annually by the
Conmi ssion on VASAP. Additional audits can be
performed by | ocal CPA firns.

Budgets - Budget docunents nust be submtted to the
Commi ssion on VASAP as required in the Policy and
Procedure Manual . There should also be in place a
nmet hod for budget revisions.

Accounting — Prograns shall establish a standard
accounting nethod, i.e. cash accrual or nodified
accrual .

Fi scal Agent — Each program should have a fiscal agent

which is a county, city or town of the Commonweal th or
approved bookkeeper or certified public accountant
whi ch serves as fiscal agent under 815.2-1300 of the
Code of Virginia.
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Purchasing — ASAPs nust conform with |oca

agent policy and procedures, local Policy Board policy

and procedure as well as the Procurenent
Vi rginia.
Payroll — Docunentation of all payroll activities

shall be mai nt ai ned.

Revenue — Prograns shall use the Comm ssion-approved

managenent information system to docunent and

all inconme to the program to verify paynent

type and

to provide reconciliation of daily revenue deposits.

The program shall devise a nethod to separate fisca

duties and responsibilities anong staff to provide

proper checks and bal ances. Prograns shal

witten procedures for accounts receivable.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

HI STORI CAL NOTES

Derived from VR647-01-02 § 5.4; eff. Septenber 13, 1989;

anmended, Virginia Register Volume 7, Issue 9, eff. February 28,

1991.
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24 VAC 35-21-180, Policy Board.

24 VAC 35-21-180

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART V. LOCAL ADM NI STRATI VE STRUCTURE

24 VAC 35-21-180. Policy Board.

A. Each ASAP shall have a Policy Board which will control and
give direction to the ASAP's activities and shall devel op
policies for the operation of the ASAP. The Policy Board shall
operate independently of all other boards and the Board may not
be operated in conjunction with a sub-board of |ocal community
or gani zati ons. These Boards shall convey local needs and
direction to the ASAP. The Board nenbers shall be chosen to
serve as set out below The Board of any ASAP operated by the
Comm ssion under 8§ 18.2-271.1 H of the Code of Virginia may be
selected by the Conmission if the locality cannot agree on the
sel ections. Persons serving on any Policy Board shall serve
W t hout conpensati on.

B. The Policy Board shall consist of five to 15 nenbers. The
governing bodies of each participating jurisdiction shal
appoint one nenber for a term of three years. The renaining
menbers shall be elected for a term of three years by nmgpjority
vote of those nenbers selected by each represented locality
unless these are the first appointnents to the Policy Board.
Wien a local Policy Board is first appointed, one third of the
nmenbers shall be appointed for one year, one third for two
years, and one third for three years. The nenbership not
appoi nted by the governing bodies of represented jurisdictions,
at the discretion of the Board, shall be selected or elected

from but not limted to, the judiciary, the Bar, | aw
enforcenent, education and treatnent professionals, and other
i nt erested gr oups such as | ocal transportation safety

Conmi ssions. The designated terns of office may, with Comm ssion
approval, be nodified. Vacancies which occur on the Board shal

be filled by majority vote of the remaining Board nenbers from
nom nation of other Board nenbers and the participating
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governi ng bodi es of the jurisdiction.

C. The Board shall have the followng responsibilities which
shall be reflected in the Board' s byl aws:

1. Over si ght of operations of the ASAP wthin the
participating localities.

2. Hiring, supervision and, if necessary, termnation of the
ASAP Director.

3. Approval of a fiscal year operational budget prepared by
the Director.

4. Approval of the Director's annual report, which shal
i nclude ASAP activities and financial status.

5. Review of an annual audit which shall be conducted at the
end of each fiscal year by the Conm ssion on VASAP.

6. Adoption of witten guidelines and bylaws structured as
set out in subsection C and D of this section.

7. Establishnment and approval of operational policies and
procedures for the ASAP.

D. The Board shall have guidelines and bylaws which define
the purpose and responsibility of the Board for adherence and
conpliance to VASAP statew de regul ations, as well as:

1. Oficers. The officers of the Policy Board shall consi st
of a chairperson, and such subordinate officers as the Board
may elect or appoint. The secretary if elected shall not be
the Director of the ASAP. Each officer shall serve wthout
conpensation. The offices of chairperson and vice-chairperson
if elected shall be held by nenbers from different
participating jurisdictions.

2. Ternms of office. Except for the original officers, (who
shall be elected at the second neeting after the formation of
the Board) each officer shall be elected at the annua
neeting of the Board to serve a term as designed by byl aws of
the Board. Deviation except as provided in subsection B of
this section nust be approved by the Commi ssion on VASAP. Any
vacancy occurring in any office shall be filled by the Board
for the unexpired term
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3. Election of officers. Angjority of the nenbers shall be
present and voting in order to constitute a quorum Menbers
who are unable to attend may vote in any election by letter
directed to the chairman and delivered prior to or at the
neeting. At the regular neeting of the Policy Board
i mredi ately preceding the annual neeting, the chairman shal
appoint a nomnating commttee. This commttee shall present
to the Board at its annual neeting a slate of nom nees for
election as officers and a slate of nomnees to fill any
vacancies on the Board. Al Board nenbers and officers shal
take office on the first day of the nonth followng their
el ection and shall serve until their successors take office.

E. Meet i ngs

1) Regular neetings. Regular neetings of the Board shall be

held quarterly and shall be open to the public. The Board or
its Executive Committee mmy, where legally appropriate, go
into executive session.

2) M nutes shall be taken of each Board neeting and shall

include a listing of all nenbers present. Upon Board
approval, mnutes of each neeting shall be forwarded to the
Executive Director of the Conm ssion on VASAP

3) Notification shall be provided in accordance with the Code

of Virginia regarding public neetings.

4) Tinme and place. The Board may change the date and tinme of

any regular neeting at any prior neeting and nmay adjourn any
nmeeting to another place if notice of the change is provided
to interested parties.

5) Annual neetings. The annual neeting of the Board is that
neeting so designated in the bylaws for the purpose of
el ecting officers, and filling expired terns of nenbers, and
shall be open to the public.

6) Each Policy Board shall adopt Robert's Rules of Order (or
simlarly acceptable rules) as operational guidelines for
actions not specifically defined in the Board' s byl aws.

F. Each ASAP shall establish a Board Directory, which

contains a |list of current Board Menbers, terms of
appoi ntnent and jurisdictions and current officers. Thi s
directory shall be submtted annually to the Comm ssion
of fice.
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G The Commi ssion through the Executive Director nmay wai ve
certain of these requirenents fromsection 24 VAC 35-21-180

upon witten request fromthe Program Director and the Policy
Board Chai r man.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

H STORI CAL NOTES

Derived from VR647-01-02 § 5.5; eff. Septenber 13, 1989;

anended, Virginia Register Volume 7, Issue 9, eff. February 28,
1991.
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24 VAC 35-21-185

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART V. LOCAL ADM NI STRATI VE STRUCTURE

24 VAC 35-21-185. Requirenents for Local Policy and Procedure
Manual s.

Each ASAP shall maintain a |local policy and procedure nanual

that includes Policy Board byl aws, organizational authority and
resolutions, list of current Board Menbers and their
jurisdictions, current job descriptions for staff, |ocal

operati onal manual, any fiscal policy and procedure, and al
VASAP Manual s (Policy and Procedure, Certification, Training and
Accrediting, and Case Managenent).
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24 VAC 35-21-190

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART V. LOCAL ADM NI STRATI VE STRUCTURE

24 VAC 35-21-190. Personnel policy guidelines.

Each ASAP shall establish m ni mum personnel policy guidelines
no less stringent than those set forth herein and in the
personnel Training and Accrediting Manual. These shall include,
at a mni num

1. Awitten job description which includes mninmum explicit
job qualifications for all staff positions.

2. A witten Personnel Policy and Procedure Manual which
shall, at a mninmum conply with all applicable federal
state or |ocal mandates. The manual, at a m ni num shal
i nclude the foll ow ng areas:

a. Equal Enpl oynent Qpportunity: Each ASAP shall have
policy and procedure to provide equal enploynent
opportunities to enployees and applicants for
enpl oynent in all aspects of personnel nmanagenent and
regard to race, color, religion, national origin,
political affiliation, handicap, sex or age (except
where there is a bona fide occupational requirenent).

b. Enpl oynent Procedures: Each ASAP shall conply wth
all standards approved by the local Policy Board
regarding recruitnment, screening, salary structure
and hiring, and with the mninum qualifications as
specified in the Training and Accrediting Mnual.

(1) Vacancies shall be announced at |east two weeks
before the last date on which applications wll
be accept ed.

(2) Vacancy announcenent shall include the title, pay
grade and/or salary range of the position
identification of the work site and a descri ption

36



of the typical tasks and |evel of responsibility
of the work to be performed and of any unusua

wor king conditions not otherw se apparent; the

m ni mrum qualifications required and any specia
or preferred qualifications; the tine, place and

manner of application, including the closing date

for accepting applications if such has been

established; the nature of the tests or other

screeni ng processes, including interviews, to be

used; a description of the category of the

appoi ntnent, enployee benefits and the fact that

the enploying agency is an equal opportunity
enpl oyer. This section shall not apply to paid

enpl oynent advertisenents.

c. Salary Scales: Each ASAP shall have policy

and procedure to assign a salary grade for

each job position in accordance with |oca
pay scales approved by the local Policy

Boar d.

d. Probationary Period: Each ASAP shall have

pol i cy and procedur e to require
satisfactory conpletion of probati onary

period as a prerequisite to continued

enpl oyment, unless otherw se determ ned by
| ocal or state directives.

e. Training: Each ASAP shall have policy and
procedure to ensure that al | staff

participate in any required Conmm ssion on

VASAP training, neet the mninum training

hours as set forth in the Training and

Accrediting Manual, and encourage and

assi st in staff devel opnent t hr ough

academ c study.

f. Performance Appraisal: Each ASAP shall have

pol i cy and procedure to provi de an

effective nmeans for at least annually
appr ai si ng t he wor k per f or mance of

enpl oyees and for providing a pay for

per f ormance system

g. Benefits: Each ASAP shall have clear

descri ptions of personnel benefits.
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. Standard of Conduct: Each ASAP shall have

witten standards of conduct designed to

protect the well-being and rights for all

enpl oyees, to provide a safe, efficient
operation and to maintain conpliance wth

public | aw.

i. Gievance Procedures: Each ASAP shall have

a witten policy to provide for resolution

of enpl oyee problens and conpl ai nts wherein

enpl oyees can freely discuss their concerns

and ensure that enployees wll have an
ef fective procedur e by which various

grievances can be fairly and objectively

revi ewed.

] . Term nati on of Enpl oynent: Each ASAP shal

have a witten policy and procedure for
term nation of enpl oyees.

. Reduction in Force (Staff): Each ASAP shal

have a witten reduction in force (staff)

policy and procedure. That shall include
clear and distinct criteria and processes

for personnel and positions affected. The

policy shall be reviewed annually.

. Personnel Records: Each ASAP shall have

policy and procedure to nmaintain a conplete
and accurate personnel record for each

enpl oyee. Included in these procedures

shal | be neasures to ensure security,

storage, access and destruction of all

per sonnel records.

Confidentiality: Each ASAP shall have

policy and procedure regarding disclosure
of defendant information, which conply with

all state and federal regulations. There

should be docunentation that all staff
nmenbers are aware of the guidelines.

. Conflict of Interest: Each ASAP shall have

policy and procedure to avoid any activity

deened to be in conflict with the interests

of the program Personnel of each ASAP, to

include facilitators and policy board
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nenbers, are subject to the Conflict of
Interest Law (2.1639.12 to 2.1639.54 of the

Code of Virginia). Conflicts of interest
i nclude but are not limted to the
fol | ow ng:

(1) ASAP enpl oyees shall not disclose to any

person, not entitled thereto, information
gai ned through their office or enpl oynent,
or otherwise wuse such information for
their personal gain or benefit.

(2) ASAP enpl oyees shall not accept any gifts,

(3)

gratuities, favors or servi ces from
clients, from any individual or agency who
may seek to supply goods or services to
the Conmmssion or the ASAP, or from a

nmenber of the Policy Board. The terns
“gifts, gratuities, favors or services”
include but are not |limted to: noneys,
credits, discounts, seasonal or special
occasi on presents, eat abl es, dri nks,
househol d appl i ances, f ur ni shi ngs,
cl othes, |oans of goods or noney, tickets
to sporting or cul tural event s,

transportation, vacations, travel or hotel
expenses or any form of entertai nnment.

ASAP enpl oyees shall not contract for or
provi de supplenental services to an ASAP
for which they are enployed on a full-tine
basis. In the event of a violation of the
conflict of interest policy, the ASAP
Director or chairperson of the ASAP Policy
Board shall execute a review procedure.

ASAP Directors shall initiate, conduct and

conplete a thorough review of any alleged
breach of conflict of interest policy by an
enpl oyee of the ASAP they admi nister. Such
review shall be initiated wthin ten
working days from the date of receipt of
the allegation. Upon both initiation and
termnation of the review, the ASAP
Di rect or shal | notify t he Executi ve
Director and the Policy Board in witing.
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A conplete report of the review shall be
filed no later than thirty (30) days after
the date of the initiation of the review
Enpl oyees of an ASAP found in violation of
these policy guidelines shall be dealt with
by the ASAP Director in accordance wth
ASAP personnel policy or state law as
appl i cabl e.

If an ASAP Director is subject to review
for a breach of any conflict of interest
pol i cy, t he Executi ve Di rect or shal
execute the review procedure unless such
review is undertaken by the Policy Board.
The Executive Director shall inform the
Conmission of the results of that review
within thirty (30) days of initiation of
the review. Wen conducting a review the
Policy Board shall adhere to the sanme tine
par anet er s est abl i shed for revi ews
conducted by the ASAP Director. The Policy
Board shall file a conpleted report within
(30) days of initiation with the Executive
Director of the results of the review A
Director found in violation of these
personnel policy qguidelines shall be dealt
with in accordance with ASAP policy or
state | aw where appli cabl e.

O fice Hours: Each ASAP shall have stated

specific hours of program operation.

Travel: Each ASAP shall have policy and

procedure for work-related travel. \Wher e
local regulations do not exist, travel
must conform with the Commonwealth of
Virginia travel regulations.

Pur chasi ng: Each ASAP shall have a witten

procur ement pl an.

cient Recor ds: Each ASAP shall have

witten policy for mai nt ai ni ng t he
security and confidentiality of offenders’

records. Such policies shall conform to
all applicable state and federal |aws and
Regul ations. Included in these procedures
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shall be neasures to ensure security,

storage, access and destruction of al

def endant records.

Sexual harassnment: Each ASAP shall have

policy and procedure in conpliance wth

|l ocal, state, or federal requirenents to

i nvestigate al | egati ons of sexua
harassnment, and to address any docunented
i nstances  of har assnent in order to

protect the well-being and rights of all

enpl oyees and provide a safe working

envi ronnent .

Each ASAP shall have a witten policy that

addresses outside enpl oynent by ASAP

enpl oyees.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

H STORI CAL NOTES

Derived from VR647-01-02 § 5.6; eff. Septenber 13, 1989;

anended, Virginia Register Volume 7, Issue 9, eff. February 28,

1991.
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24 VAC 35-21-200, Travel.

24 VAC 35-21-200

VI RG NI A ADM NI STRATI VE CCODE
TI TLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COW SSI ON ON THE VIRG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART V. LOCAL ADM NI STRATI VE STRUCTURE

24 VAC 35-21-200. Travel.

Al work-related travel by ASAP personnel shall conply with
the local Policy Board's travel regulations or wth the

Commonweal th of Virginia travel policies.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

HI STORI CAL NOTES

Derived from VR647-01-02 § 5.7; eff. Septenber 13, 1989;
anended, Virginia Register Volune 7, Issue 9, eff. February 28,
1991.
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24 VAC 35-21-210, Training.

24 VAC 35-21-210

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON  PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART V. LOCAL ADM NI STRATI VE STRUCTURE

24 VAC 35-21-210. Training.

Each ASAP adhere to standards as set forth in the Training

and Accrediting Manual .

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

H STORI CAL NOTES

Derived from VR647-01-02 § 5.8; eff. Septenber 13, 1989;
anmended, Virginia Register Volume 7, Issue 9, eff. February 28,
1991.
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24 VAC 35-21-220, Security and confidentiality.

24 VAC 35-21-220

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART V. LOCAL ADM NI STRATI VE STRUCTURE

24 VAC 35-21-220. Security and confidentiality.

Each ASAP shall have witten policy for maintaining the
security and confidentiality of offenders' records, and shall
ensure and docunent that each enployee has seen and has a
working knowl edge and understanding of the security and
confidentiality reqgulations. Each ASAP shall conply wth al
federal and state |aws and regul ations regarding the collection,
storing and dissem nation of records. Such policies should
include, at a mninmum research projects, release of information
to the courts and |aw enforcenent, and policies for protecting
comuni cating and acquiring of fender infornmation.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

HI STORI CAL NOTES

Derived fromVR647-01-02 § 5.9; eff. Septenber 13, 1989;
anended, Virginia Register Volune 7, Issue 9, eff. February 28,
1991.




24 VAC 35-21-230, ASAP fi nance.

24 VAC 35-21-230

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART VI. ASAP FI SCAL PQOLI CY

24 VAC 35-21-230. ASAP fi nance.

After review and approval of a budget by its Policy Board
and administrative or fiscal agent, where applicable, all ASAPs
shall submt, on or before April 1, a budget to the Conmm ssion
office for review and approval.

If deficit funding is sought, the budget shall be submtted
no later than March 1, to the Conmm ssion.

During the budget vear, revisions within the approved tota
budget anmount establishing new line itens requires Policy Board

approval . Notification shall be submtted to the Conm ssion to
update the budget status. Changes increasing the approved
expendi ture amount shall be subnmtted for approval to the

Conmi ssi on.

STATUTORY AUTHORI TY

88§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

HI STORI CAL NOTES

Derived fromVR647-01-02 § 6.1; eff. Septenber 13, 1989;
anended, Virginia Register Volume 7, Issue 9, eff. February 28,
1991.
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24 VAC 35-21-240, O fender fee distribution.

24 VAC 35-21-240

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART VI. ASAP FI SCAL PQOLI CY

24 VAC 35-21-240. O fender fee distribution.

1. AIl ASAPs, on a nonthly basis shall forward the

percentage designated by the Conmission of each
offender fee collected and the nonthly financia

report to the Commission in accordance wth §

18.2-271.1 of the Code of Virginia. Prograns deened

delinquent by the Commission on VASAP shall be

notified in witing of an out-of-conpliance status.

2. ASAPs are required to pay the State share on funds
coll ected from prograns which are DUl -rel ated e.g.,
ASAP, Habitual O fender, and Drug referrals and any
ot her program whi ch cannot be operated w t hout
utilizing the ASAP resources.

3. If a programis operated without utilizing ASAP
resources (staff, phone, office space, audit and
financial services, supplies, Inferno, etc.) the State
share is not required. ASAPs should notify the
Executive Director of any such prograns.

4. Funds not expended by the Conm ssion fromyear to year
after deficit funding has been satisfied shall be

expended for the benefit of the ASAP or be refunded to

such ASAPs in accordance with Comm ssion directive.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES
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H STORI CAL NOTES

Derived from VR647-01-02 § 6.2; eff. Septenber 13, 1989;
anended, Virginia Register Volume 7, Issue 9, eff. February 28,

1991.
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24 VAC 35-21-250, Deficit funds.

24 VAC 35-21-250

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART VI. ASAP FI SCAL PQOLI CY

24 VAC 35-21-250. Deficit funds.

A portion of the fee paid to the Comm ssion by the ASAP shal

be set aside for deficit funding.

The Executive Director shall submt a quarterly account and

report of these funds to the Comm ssion Executive Finance

Commi ttee nenbers.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

HI STORI CAL NOTES

Derived from VR647-01-02 § 6.3; eff. Septenber 13, 1989;
anmended, Virginia Register Volume 7, Issue 9, eff. February 28,
1991.
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24 VAC 35-21-260, Deficit eligibility.

24 VAC 35-21-260

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART VI. ASAP FI SCAL PQOLI CY

24 VAC 35-21-260. Deficit eligibility.

In order to be eligible for deficit funding an ASAP nust neet
the following criteria:

1. The ASAP is operating on an approved budget, which has
been reviewed by the Comm ssion and approved by the prograns
Pol i cy Board, and has requested deficit funding.

2. The ASAP expends all avail able funds, including such funds
as savings, certificates of deposit and any other savings
during the budget year.

3. The ASAP is operating within all standards established by
t he Commi ssi on.

4. The ASAP is willing to revise its budget consistent with
the recomendations from the Comm ssion's Executive Finance
Commi ttee or the Conm ssion.

5. The ASAP has filed a request and submitted all data
requested by the Executive Finance Commttee and Conm ssSion
within the tine frane allotted.

6. The ASAP is in conpliance with state fee policy and report
requi renents.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES
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H STORI CAL NOTES

Derived from VR647-01-02 § 6.4; eff. Septenber 13, 1989;
anended, Virginia Register Volume 7, Issue 9, eff. February 28,

1991.
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24 VAC 35-21-270, Budgetary deficits.

24 VAC 35-21-270

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON  PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART VI. ASAP FI SCAL PQOLI CY

24 VAC 35-21-270. Budgetary deficits.

A. Al ASAPs requesting deficit funding shall conplete a
request for deficit funding and submit it to the Executive
Director in sufficient tinme for review of request prior to
actual deficit eligibility.

B. ASAPs nust submt current budget and financial reports to
the Executive Director with the request.

C. Budget reviews shall be conducted by the Executive Finance
Comm ttee. The Executive-Finance Commttee will neet regarding
the ASAP's request within 30 days of receipt of request to
review i nformati on submtted and fornul ate a plan of action.

D. The ASAP Director will neet with the Executive Finance
Committee to review the nature of the request for deficit funds.

E. An on-site review of the ASAP shall be nade by the
Executi ve- Fi nance Ceomm ttee, Conmi ssion, or their designee.

F. Upon final review, the Executive Finance Commttee shall
determ ne the amount to be funded from Conmm ssion funds. Funds
up to 5,000 may be authorized by the Executive Director during
the interim Funds up to $10,000 may be authorized by the
Executive Finance Ceommittee. Larger anmounts shall require a
review by the full Comm ssion.

G Not nore than 10 working days after conpleting this
review, the Director and Board chairperson of the ASAP shall be
notified of the determ nation of the Executive Finance Commttee
or Conmm ssi on. ASAPs that neet the requirenments shall receive
funding. Any program requesting deficit funding, which does not
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qgual i fy for such f undi ng, shal | be advi sed by t he
executive/finance conmittee what action s necessary for
qualification.

H The ASAP Director shall submt to the Conm ssion nonthly
reports of expenditures with comrents on any significant change
in the fiscal status of the ASAP for a mninum period of one
year after receipt of deficit funding.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

HI STORI CAL NOTES

Derived from VR647-01-02 8 6.5; eff. Septenber 13, 1989:;

anended, Virginia Reqgister Volune 7, Issue 9, eff. Februafv 28,
1991.
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24 VAC 35-21-280, Audits and financial reports.

24 VAC 35-21-280

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART VI. ASAP FI SCAL PQOLI CY

24 VAC 35-21-280. Audits, Accounting Methods, and financi al
reports.

Each ASAP's financial records and accounts shall be subject
to local, state and, when applicable, federal audits.

Al financial records shall be maintained in an orderly
fashion wusing generally-accepted accounting procedures. The
financial records shall be retained for three years after audit
unl ess specifically authorized by the Conm ssion for a shorter
period of tine.

Wthin 60 days after the close of the reporting period, all
ASAPs shall submit to the Conm ssion an annual incone statenent
outlining the ASAP' s expenditures and revenues for the reporting
period. The report periods shall run fromJuly 1 to June 30 of
each year. Al nonies and accounts bel onging to each ASAP shal
be reported at the end of each annual fiscal statenent.

The Comm ssion shall retain the authority to review and
approve the accounting nethods used by ASAPs. Each ASAP shal
submt the approved Mnthly Financial Report within 60 days
after the close of the nonth. Petty cash funds shall be approved
by the ASAP Policy Board.

STATUTORY AUTHORI TY

88§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

HI STORI CAL NOTES
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Derived from VR647-01-02 8 6.6; eff. Septenber 13, 1989:;
anended, Virginia Reqgister Volune 7, Issue 9, eff. February 28,

1991.



24 VAC 35-21-290, Grant applications.

24 VAC 35-21-290

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART VI. ASAP FI SCAL PQOLI CY

24 VAC 35-21-290. Grant applications.

ASAPs with political subdivisions as fiscal agents nmay apply
for state or federal funding for grants and special projects
focusing on the Conm ssion conponents to inprove transportation

safety.

Regional grants shall be submtted in accordance wth

Regi onal Grant Qui deli nes.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

H STORI CAL NOTES

Derived from VR647-01-02 § 6.7; eff. Septenber 13, 1989;
anended, Virginia Register Volune 7, Issue 9, eff. February 28,
1991.

55



24 VAC 35-21-300, O fender fee collection.

24 VAC 35-21-300

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART VI. ASAP FI SCAL PQOLI CY

24 VAC 35-21-300. O fender fee collection.

All offenders referred to the ASAP, except those the court
determines to be indigent, are required to pay the fee as
required by § 18.2-271.1 of the Code of Virginia. In addition,
an ASAP, wupon approval of the local policy board, nay opt to
i npose adm nistrative charges allowed by and linted by the Code
of Virginia, and as approved by the COV (e.g., bad check
charges). Collection of offender fees in cash is discouraged.
Each ASAP shall have a policy regarding refunds.

Fees shall be collected at enrollnent unless the offender is
declared to be indigent, or hardship indicates that paynent nust
be nade over a period of tinme, or unless otherwi se directed by
the court. The fee is obligated at the tine of conpletion of
enrol l ment as defined, and the fee is non-refundabl e.

Al fees deposited locally shall be in a local account
approved by the fiscal agent, admnistrative agent, or the
Policy Board and deposited in accordance with witten fiscal
procedures. Fees collected by the ASAP shall be deposited daily.
Each ASAP shall strive to maintain a separation of duties,
ensuring that persons witing receipts are not solely
responsible for making daily deposits or reconciling bank
records.

No ASAP shall retain over $300 in cash from of fender fees in
its office beyond the daily cl ose of business.

Each ASAP shall designate specific staff nenbers to be
responsible for collection of offender fees. Those i ndividuals
and their designees shall be bonded or insured.
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All fees collected by the ASAP shall be docunented wth
prenunbered receipts from the MS. All receipts shall be
posted in a daily transactions journal in the MS. The autonmated
recei pting system provided by the Conmi ssion shall be utilized.
Al daily journals, copies of receipts, and any other records
relating to the collection of fees shall be maintained by ASAP
for three years after audit unless the ASAP has been authorized
by the Commission following approval by the Virginia State
Archives to destroy themin a shorter period.

Except for those ASAPs whose bookkeeping is provided by their
fiscal or admnistrative agent, each ASAP shall have an
appropriate staff nenber trained to conduct bookkeeping duties.
ASAPs are authorized to contract with a recogni zed bookkeepi ng
service in lieu of having a staff nenber perform bookkeeping
duties. As recognized by the Auditor of Public Accounts and in
generally accepted accounting procedures, the person who
aut hori zes disbursenents or executes checks shall not be the
sane person who conducts bookkeepi ng duti es.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

HI STORI CAL NOTES

Derived from VR647-01-02 § 6.8; eff. Septenmber 13, 1989; anmended, Virginia
Regi ster Volune 7, Issue 9, eff. February 28, 1991
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24 VAC 35-21-305

VI RG NI A ADM NI STRATI VE CCODE
TI TLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COW SSI ON ON THE VIRG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART VI. ASAP FI SCAL POLI CY

24 VAC 35-21-305. Obligation to Report Lost, Stolen or M s-
spent Revenue

When revenue of the programis lost or stolen, this incident
must be reported to the Executive Director with details
i mredi at el y upon di scovery.

When revenue of the programis msspent, spent w thout
aut hori zation or otherw se converted to personal use, this
i nformation must be reported to the Executive Director within
three (3) working days of its discovery.

Revenue shall include petty cash, checking accounts, deposits,

savi ngs accounts, certificates of deposit and any other source
of revenue, or assets owned by the ASAP.

Prograns are still expected to conformw th the Code of
Virginia regarding its obligation to report such incidents to
proper authorities. Consistent wwth the Code of Virginia, these
matters shall be reported to the State Poli ce.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

H STORI CAL NOTES

None
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24 VAC 35-21-310, Transfers and f ees.

24 VAC 35-21-310

VI RG NI A ADM NI STRATI VE CCDE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COW SSION ON THE VIRG NI A ALCOHOL SAFETY
ACTI ON  PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART VI. ASAP FI SCAL POLI CY

24 VAC 35-21-310. Transfers and fees.

For those offenders who seek to transfer to an out-of-state

facility, each ASAP shall inform the offenders in witing (with
a copy to remain in their file) of their responsibility to pay
the in-state ASAP fee and all <costs incurred out-of-state,

unl ess otherw se directed by the court.

Fees assessed to offenders being transferred intrastate
shoul d not be collected by the originating ASAP.

Wien an intrastate transfer decision is nmade followng the
collection of fees, the originating ASAP shall forward to the
receiving ASAP the full anpbunt of the fee collected |less the
portion sent to the Comm ssion.

STATUTORY AUTHORI TY

88§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

H STORI CAL NOTES

Derived fromVR647-01-02 § 6.9; eff. Septenber 13, 1989;
anended, Virginia Register Volune 7, Issue 9, eff. February 28,
1991.
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24 VAC 35-21-315, Attachnment Section 6.2

24 VAC 35-21-315

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART VI. ASAP FI SCAL PQOLI CY

24 VAC 35-21-315. Long-Term oligation and purchase of real
property

No ASAP shall enter into obligations which coonmit revenue or
resources for a period which exceeds 60 nonths w thout prior
witten approval by the Conm ssion on VASAP

No program shall seek to purchase real property, |and or
bui | di ngs wi t hout seeking prior witten approval fromthe
Conmm ssi on on VASAP.

Any ASAP seeking to enter obligations, or contractor
agreenents for goods, services and rental |eases which are for a
period | onger than five years (60 nonths), shall submt to the
Comm ssi on on VASAP detailed information regarding its intention
for review and approval before entering such obligations.

For prograns which violate these procedures, the Director and

each nenber of the Policy Board shall be held jointly
responsi bl e and severally liable for such obligation.
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24 VAC 35-21-320, Correspondence.

24 VAC 35-21-320

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART VII. COVMUNI CATI ONS

24 VAC 35-21-320. Correspondence.

State | evel correspondence from the Commi ssi on to
adm ni strative agents, fiscal agents and Policy Boards of ASAPs
concerning ASAP operation shall also be copied to the ASAP
Director sinmultaneously wth the issuance of the original
correspondence.

Correspondence originating in the ASAP office regarding
financial and adm nistrative problens shall be directed to the
Executive Director

STATUTORY AUTHORI TY

88§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

HI STORI CAL NOTES

Derived fromVR647-01-02 § 7.1; eff. Septenber 13, 1989;
anended, Virginia Register Volume 7, Issue 9, eff. February 28,
1991.
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24 VAC 35-21-330, Reports.

24 VAC 35-21-330

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART VII. COVMUNI CATI ONS

24 VAC 35-21-330. Reports.

An annual report of ASAP activities and financial data shal
be conpleted by the ASAP. Copies shall be submtted to the
Executive Director within 90 days of the close of the fisca
year, unless prior exception is secured from the Executive
Director. The Executive Director will dissemnate reports to
nmenbers of the Conm ssion, the VASAP Advisory Board, and other
i nt erested persons.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

H STORI CAL NOTES

Derived from VR647-01-02 § 7.2; eff. Septenber 13, 1989;
anended, Virginia Register Volune 7, Issue 9, eff. February 28,
1991.
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24 VAC 35-21-340, Reviews.

24 VAC 35-21-340

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON  PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART VII1. REVI EW5 OF ASAPS

24 VAC 35-21-340. Reviews.

In addition to certification review, ASAP reviews nay be
directed by the Conmission in response to ASAP reguests, upon
identification of substantial ASAP problens, or to update
informati on on ASAP operations. The review nmay be conducted by
the Executive Director, a representative from the ASAPs and any
ot her persons designated by the Executive Director or
Comm ssion. The results of this special review shall be reported
by the reviewer to the Commssion wthin 30 days of the
conpletion of the review Upon approval of the report, a copy
shal|l be submtted to the ASAP.

An ASAP may respond to the report through conmunication to
the Conmi ssion within 30 days of receipt of the report. This
will becone a part of the official report by the Comm ssion.

An ASAP review shall be conducted within 90 days of any
change in the ASAP' s adnministrative agent.

The Executive Director shall also be responsible for
investigating any inappropriate activity reported, and preparing
a report for the Comm ssion.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES
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H STORI CAL NOTES

Derived from VR647-01-02 § 8.1; eff. Septenber 13, 1989;
anended, Virginia Register Volume 7, Issue 9, eff. February 28,

1991.
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24 VAC 35-21-350, Service agreenents.

24 VAC 35-21-350

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART | X. SERVI CE AGREEMENTS

24 VAC 35-21-350. Service agreenents.

All  ASAPs, as referral agencies, shall explicitly outline

relationships with vendors for education or treatnment services
for offenders through formal service agreenents. Al ASAPs shal

utilize the standard service agreenent fornmat provided by the

Comm ssion. Local prograns nay attach an addendum to the

st andard agreenent as negotiated with the service provider.

ASAPs shall be responsible for ensuring that all treatnent

service agreenents are awarded to vendors who are licensed by

the Departnment of Mental Heal t h, Ment al Ret ardati on and
Subst ance Abuse Services or licensed by the Departnent of Health

Pr of essi ons.

The ASAP shall be responsible for the negotiation and
awar di ng of service agreenents within its area. Wen the ASAP so
requests, the Commssion or its designee shall assist in

negoti ati ons and consul tations on such agreenents.

Service agreenents shall not be entered into with any person

or agency who is known not to adhere to state and federal equa

opportunity regul ati ons, | ocal , state and federa
confidentiality and privacy regulations, or any other applicable

rul es, regul ations or | aws.

Al service agreenents entered into by ASAPs shall be

consistent with 24 VAC 35-21-190, conflict of interest.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.
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NOTES

HI STORI CAL NOTES

Derived from VR647-01-02 § 9.1; eff. Septenber 13, 1989;
anended, Virginia Register Volune 7, Issue 9, eff. February 28,

1991.
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24 VAC 35-21-360, O fenders file.

24 VAC 35-21-360

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART X. RECCORDS MANAGEMENT

24 VAC 35-21-360. O fenders file.

Each ASAP shall maintain a file on each offender referred or
transferred for case managenent services. These files my be
el ectronic or hard copy. These files shall contain:

1. Docunents indicating referra

2. Consent(s) for release of information signed by the
of f ender

3. Agreenent(s) to participate signed by the offender

4. Service/lntervention provider reports

5. Reports to the court

6. Docunentation of offender's intervention attendance and
absences.

7. Transfer forn(s)

8. Record of fee paynent

9. Cassification information

10. Record of chronol ogical contact with offender. These
files shall be in accordance with Case Mnagenent Policy and
Procedur e Manual .

11. Final report on those offenders who were nonconpli ant
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Docunent ati on of program participation shall be maintained on

all other referrals.

The di sposal of offender records shall be in accordance with

the Code of Virginia and the Comm ssion on VASAP records

retention guidelines.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

H STORI CAL NOTES

Derived from VR647-01-02 § 10.1; eff. Septenber 13, 1989;
anended, Virginia Register Volune 7, Issue 9, eff. February 28,
1991.
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24 VAC 35-21-370, Records retention.

24 VAC 35-21-370

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART X. RECCORDS MANAGEMENT

24 VAC 35-21-370. Records retention.

Each ASAP shall retain its records in accordance with the
Records Managenment Pl an approved by the Virginia State Archivist
and the Comm ssion:

Al financial records of the ASAP shall be retained for three
years after audit unless specifically authorized by the
Comm ssion for a shorter period of tine. ASAPs shall not
destroy offender records or files without authorization fromthe
Conmi ssi on.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

H STORI CAL NOTES

Derived from VR647-01-02 § 10.2; eff. Septenber 13, 1989;
anended, Virginia Register Volume 7, Issue 9, eff. February 28,
1991.
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24 VAC 35-21-380, Transfer procedures and docunentati on.

24 VAC 35-21-380

VI RG NI A ADM NI STRATI VE CODE

TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES

VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY

ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART Xl . TRANSFER PROCEDURES

24 VAC 35-21-380. Transfer procedures and docunentati on.

a.

In order to be considered for transfer, an offender
nust have contact with the originating ASAP.

The originating ASAP shall determne if the case
should be transferred to another ASAP or another
state according to the transfer procedure.

In general, ASAPs shall not retain an offender who
resi des outside of their service area.

| f any ASAP involved fails to transfer an offender
to the appropriate ASAP, such failure shall be
reported to the Commission for investigation or
action.

ASAPs are not required to re-open revoked cases for
the purpose of transfer in cases that have been
revoked longer than one year, have not been

reinstated by the court, and the individual has

noved to anot her jurisdiction.

STATUTORY AUTHORI TY

88§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

HI STORI CAL NOTES
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Derived fromVR647-01-02 § 11.1; eff. Septenber 13, 1989;
anended, Virginia Register Volune 7, Issue 9, eff. February 28,

1991.
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24 VAC 35-21-390, Intrastate transfers.

24 VAC 35-21-390

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART Xl . TRANSFER PROCEDURES

24 VAC 35-21-390. Intrastate transfers.

A. ASAPs shall not retain an offender who resides outside
of their service area.

B. ASAPs nust transfer an offender if place of residence
changes to anot her service area.

C. An of fender who resides outside of the ASAP service
area nmay request not to be transferred. Such request
fromthe offender shall be in witing and kept in the
of fender’s case file.

D. An ASAP may consi der a request by an offender for
transfer to the area of the offender’s enpl oynent.

E. No ASAP shall refer offenders to, or establish offender

referrals or case managenent services in the geographic

service area of another ASAP, except:

1. Wth a witten agreenent between the
ASAPs, and
2. Wth a wai ver granted by the Comm ssion.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES
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H STORI CAL NOTES

Derived from VR647-01-02 § 11.2; eff. Septenber 13, 1989;
anended, Virginia Register Volume 7, Issue 9, eff. February 28,

1991.
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24 VAC 35-21-400, Interstate transfers.

24 VAC 35-21-400

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART Xl . TRANSFER PROCEDURES

24 VAC 35-21-400. Interstate transfers.

AL Ofender cases may be transferred to an out-of-state
agency if either of the follow ng conditions exist:

1. An offender lives or is enployed in another state and
requests a transfer.

2. An offender is ordered, by the court to participate in a
program out of state.

B. Transfers to states which are nenbers of the interstate
conpact for DU services may be acconplished in accordance with
that agreenent. In other cases, treatnent and education services
rendered by out-of-state agencies nust neet the sane program
requirenents as deternmined by the ASAP.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

H STORI CAL NOTES

Derived from VR647-01-02 § 11.3; eff. Septenber 13, 1989;
anended, Virginia Register Volume 7, Issue 9, eff. February 28,
1991.
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24 VAC 35-21-410, Responsibility of ASAP (Al cohol Safety Action
Program receiving transfer.

24 VAC 35-21-410

VI RG NI A ADM NI STRATI VE CCODE
TI TLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COW SSI ON ON THE VIRG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART Xl . TRANSFER PROCEDURES

24 VAC 35-21-410. Responsibility of ASAP receiving transfer.

The ASAP receiving a transferred of fender shall adhere to the

procedures in the Case Managenent Policy and Procedure Mnual

Transfer Procedures and Docunentati on 35-31-160.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

H STORI CAL NOTES

Derived fromVR647-01-02 § 11.4; eff. Septenber 13, 1989;
anended, Virginia Reqgister Volune 7, Issue 9, eff. February 28,

1991.
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24 VVAC 35-21-420, O fender services.

24 VAC 35-21-420

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART Xl |. OFFENDER SERVI CES

24 VAC 35-21-420. O fender services.

ASAPs shall provide services as specified in the Code of
Virginia, to include, but not limted to education, evaluation
and/or referral to treatnent, or other appropriate services.

Al education prograns shall include the approved hours of
education incorporated in the Conm ssion approved curricul a.

Treatnment shall include the referral of offenders identified
as requiring clinical assessnent and intervention. Al treatnent
services shall be provided by individuals licensed by the
Departnment of Health Professions or prograns |icensed by the
Departnent of Mental Health, Mental Retardation, and Substance
Abuse Servi ces.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

H STORI CAL NOTES

Derived from VR647-01-02 § 12.1; eff. Septenber 13, 1989;
anended, Virginia Register Volume 7, Issue 9, eff. February 28,
1991.
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24 VAC 35-21-425

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON  PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART Xl |I. OFFENDER SERVI CES

24 VAC 35-21-425. Ancillary services

The Executive Director shall review and approve policy and

procedures established for the operation of ancillary prograns.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

H STORI CAL NOTES

None
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24 VAC 35-21-430, Financial services.

24 VAC 35-21-430

VI RG NI A ADM NI STRATI VE CCDE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COW SSION ON THE VIRG NI A ALCOHOL SAFETY
ACTI ON  PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART Xl |. OFFENDER SERVI CES

24 VAC 35-21-430. Financial services.

ASAPs may provide financial assistance for a portion of the

costs for treatnent as negotiated by the provider. The anount of

the fee expended for treatnent services shall not exceed 15% of
the assessed fee. For purposes of this section the assessed fee

shall equal the anpbunt ordered by the court, less the State

Share submtted to the Commopnweal t h.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

H STORI CAL NOTES

Derived from VR647-01-02 § 12.2; eff. Septenber 13, 1989;
anended, Virginia Register Volume 7, Issue 9, eff. February 28,
1991.

78



24 VAC 35-21-440, ASAP conmit nent.

24 VAC 35-21-440

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART XI11. PUBLIC | NFORVATI ON, PUBLI C EDUCATI ON AND PREVENTI ON

24 VAC 35-21-440. ASAP conmit nent.

Each ASAP shall have a conmtnent to public information,

publ i ¢ education and prevention which shall be devel oped at both

the state and | ocal | evel.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

H STORI CAL NOTES

Derived from VR647-01-02 § 13.1; eff. Septenber 13, 1989;
anmended, Virginia Register Volume 7, Issue 9, eff. February 28,
1991.
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24 VVAC 35-21-450, Presentations and conmuni cati on.

24 VAC 35-21-450

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART XI11. PUBLIC | NFORVATI ON, PUBLI C EDUCATI ON AND PREVENTI ON

24 VAC 35-21-450. Presentations and conmuni cati on.

ASAPs shall conmmunicate public information activity needs to
t he Commi ssi on desi gnee.

The Conm ssion or its designee shall develop and inplenent
annual substance abuse prevention and transportation safety
canpai gns, and shall provide canpaign materials for state and
| ocal use.

ASAPs and the Commi ssion shall conmmunicate plans of intended
public information activities to adjacent ASAPs in advance of
i npl enentation if the adjacent ASAP wll be affected by this
activity.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

HI STORI CAL NOTES

Derived from VR647-01-02 § 13.2; eff. Septenber 13, 1989;
anended, Virginia Register Volune 7, Issue 9, eff. February 28,
1991.
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24 VAC 35-21-460, Surveys.

24 VAC 35-21-460

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART XI11. PUBLIC | NFORVATI ON, PUBLI C EDUCATI ON AND PREVENTI ON

24 VAC 35-21-460. Surveys.

The Commi ssion, or its designee, shall use current research

evi dence, and information in the technical design of alcohol or

ot her drug and transportati on safety canpaigns.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

HI STORI CAL NOTES

Derived from VR647-01-02 § 13.3; eff. Septenber 13, 1989;
anended, Virginia Register Volune 7, Issue 9, eff. February 28,
1991.
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24 VAC 35-21-470, Materials.

24 VAC 35-21-470

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART XI11. PUBLIC | NFORVATI ON, PUBLI C EDUCATI ON AND PREVENTI ON

24 VAC 35-21-470. Materials.

Fol | owi ng public information canpaigns, the Conmi ssion or its
designee wll survey all ASAPs for their opinions of the
material content, quality and effectiveness of the canpaign.
This information shall be distributed to all ASAPs.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

H STORI CAL NOTES

Derived from VR647-01-02 § 13.4; eff. Septenber 13, 1989;
anmended, Virginia Register Volume 7, Issue 9, eff. February 28,
1991.
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24 VAC 35-21-480, |nformation.

24 VAC 35-21-480

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART XI'V. EVALUATI ONS

24 VAC 35-21-480. |Information.

Eval uation provides for the assessnent of VASAP's deterrent
effort. This is acconplished through the assessnment of DU
reci divism of persons conpleting VASAP. ASAPs shall maintain
accurate information on referred offenders and submt requested
information in a tinmely manner.

The Comm ssion shall assess the preval ence and incidence of
DUl -related transportation crashes and the arrest rate of DU
of f enders.

STATUTORY AUTHORI TY

88§ 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

HI STORI CAL NOTES

Derived from VR647-01-02 8 14.1; eff. Septenber 13, 1989;
anended, Virginia Reqgister Volune 7, Issue 9, eff. February 28,
1991.
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24 VAC 35-21-490, Data fl ow.

24 VAC 35-21-490

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART XI'V. EVALUATI ONS

24 VAC 35-21-490. Data fl ow.

ASAPs shall participate in the Conm ssion-operated nmanagenent
information system Data shall be submitted in accordance with
standards established by the Conmmission. Any situation which
prevents conpliance wth such standards shall be reported by the
ASAP to the Comm ssion. The Comm ssion nmay give witten approval
for exenption if the situation is beyond the control of the
ASAP.

ASAPs shall ensure that electronic reporting requirenents to
DW, and other agencies or entities, are net.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

H STORI CAL NOTES

Derived from VR647-01-02 § 14.1; eff. Septenber 13, 1989;
anended, Virginia Register Volume 7, Issue 9, eff. February 28,
1991.

84



24 VAC 35-21-500, Privacy and security procedures.

24 VAC 35-21-500

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART XV. PRI VACY AND SECURI TY

24 VAC 35-21-500. Privacy and security procedures.

All  ASAPs and the Comm ssion shall process offender records
and any other confidential information in a manner consistent
with federal, state and | ocal guidelines and regul ati ons.

ASAPs shall not include individual offender nanes, social

security nunbers or addresses in correspondence unless that

correspondence is marked confidential. A statenment for handling

the information shall be required on all consent for Rel ease of

Confi denti al | nformati on forns, f axes, and el ectronic

transm ssi on.

STATUTORY AUTHORI TY

88 18.2-271.1 and 18.2-271.2 of the Code of Virginia.

NOTES

H STORI CAL NOTES

Derived from VR647-01-02 § 15.1; eff. Septenber 13, 1989;
anended, Virginia Register Volume 7, Issue 9, eff. February 28,
1991.
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24 VAC 35-21-510, Waiver.

24 VAC 35-21-510

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART XVI. WAl VER

24 VAC 35-21-510. Wi ver.

A A justified exenption may be requested fromany Policy
and Procedure requirenent or any other ASAP certification
requi renent or any part thereof.

B. The ASAP requesting a waiver shall submt the request in
witing to the Executive Director.

C. The Executive Director nust respond to the waiver request
within fifteen cal endar days after receipt of the request
in conformance with VASAP Policy and Procedure Manual (24
VAC 35-11-10 to 24 VAC 35-11-70)

D. Certain requested waivers may constitute a new policy
deci sion by the Conm ssion on VASAP and woul d be
submtted at the next Conm ssion on VASAP neeting for
response.

E. Requesting ASAP Director nust be notified in witing of
the decision within ten days of that decision.

F. Wi ver requests denied by the Executive Director may be
presented for review at the next Executive Finance
Comm ttee neeting.
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24 VAC 35-21, Forns, FORMS

24 VAC 35-21, Forns

VI RG NI A ADM NI STRATI VE CODE
TITLE 24. TRANSPORTATI ON AND MOTOR VEHI CLES
VAC AGENCY NO. 35 COVM SSI ON ON THE VI RG NI A ALCOHOL SAFETY
ACTI ON  PROGRAM
CHAPTER 21. POLI CY AND PROCEDURE NMANUAL
PART XV. PRI VACY AND SECURI TY

FORMS

Treat nent Agency Report, VAS-10 (1/91).

Consent for the Release of Confidential |Information, VASAP-34

(Rev. 7/90).

Standard Treatnment Services Agreenent.

Regi onal Grant Form

Certification Review Instrunment/Certification Questionnaire
Score Sheet.

VASAP Certification Report.

Cl assificati on Data Sheet.
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